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TIEHG: AW J¥ FUNY | Depaby Director {idmindstraticn)
pgitii}} hief, Ceneral Jervices

TIBICT Staff Study fegard’ig Urounisation and ethods
Table of (rpardsation,

JROBLEM. Meed for increase of T/0 by 12 slots.

1. Mo covoept that the Deputy Directer (idairdstration) is
rempongible for al) aduinigtrative matters throyhout the ‘goncy
and thst whorever at all feasible adnindstration ghould ba gohe
tralised will memn that the Urpanization and Methods Service will
‘nareasiizly be required to

ay Aasist all officen, incliding the foreign field sta-
tions in developing sound satlerns of orgasization, methods
and prooedures.

be Be awnllalde to assist all officen, includlog foreign
£i81d glutiovs, to solve apwdﬁe mothods and procedirsl probe
lons,

¥ Decaise Organlracion nd Yethods m@e prvwides an excelw
lent training ground, it can be macwd that we will be called
upon fro: tdme to time %o =upply key sersoncel throighout the organie
gation,

TACTS., Teb A = Outline of present =nd sugpested T/0,.

Tab B » Partial list of projects now under way, or
which shoald be undertaken.

aw;;a»mu Hargr of the tagks unlertzken by the Ur-andgation and
ethods Sarvice iovolve the settlng wp of orgenisablions and voce~
dures, which should Yesh fer yeors, and therefore require
resosyoh, rec downt to the J.m minate detnil, Flans have
to be :M@ped and coordlnsted, A4ssistance has 1o be plven
mmimmﬁtmﬂf sueh plans, and to gheck up % ses that
the plan iz working or what adjusiment may be needed, I4 is obvie
ousy therefore, thot o small staf! severdly limits the rsmr of
taghs that can be underteken st ome tima, ‘cainst whichs this
time,thars are many problems that should be studiod corkarrently,
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Agadn the task of ay;roving T/0%, To do the jJob thoreughly
reqiires vialling the office, dlscuseing what work wlll be done
in each position, Torreting cat daplicetions, elther iun the office
under concideration, or in other «if{ices, of whilch tukes &
great desl of time, particulszriy if %«‘mm iz no Lmedlate agres-
manb,

The preparation of Begaistions o4 Hotices 1rmm roquire
amaa;cfmmmmmmum, and ir ﬁm.miaa
variety ol nmmm, taey have to e coordinabed and mr&inmmz
sevaral Limen. wwwm roorgaiizations will undoubledly rozult in
mth vork in this field, For instanoe, we showld now underbake the
resriting of all Covert Regulztions, This inweives considersble
rescarch to mzke sure thare 43 n0 unnecessary duplic:tion or eone
fliot with the overt Regulations,

A moye interaive forms contrel program should be initisted
and carried out, Thig involves locking into every form used in the
Ageney Lo see whethor oertzin lornp can be conbined, eliminsted, or
‘mproved, This w11l aloo wicover gpots where now methods and pro-
osdures seed Lo be devised and installed,

I mim wo should undeptake rore aggreseive leadership in
the Hansgement Improvesent Progran required by law and Presidentisl
Brwoubive Ordep,

So mach for the guantity of work. I think it mnmm
that an O examiner %o be of wmuhm, at
ﬁb&r, ai: mab; b Lzem. ialik Inte wf . aﬁ‘wm ;‘ﬁw and

y es 80 AS - able % intalligently
m&i‘onﬁpmmmwm mwmm time in the
m -mir office, Hz alno hae to bo soaevhst of 2 diplomat 20

%o gbdr up opposition and to nell his ideas, Farthermore,
ha be imbusd with the spiria of servica.

I s mob in favor of going on the outside 1o hire {0p seny ale
though in the present mgmcy, thie has to be done, I =
forwerd %o the timo vhen sll xay senior men will be deweloped in this
office, starting as Junlors, -sssing throagh the grade of seni-
ssxlors to that of senforw, and Imett‘m&wmrﬁ#u&inb&m

demand in various parts of m Agency thereby gl an opportunity
tw promotion from within the Mm and avoid ?M orgardnse

I ma only asking for 12 people at this time, a2 every new man
will require rart of the time of ma%rmmt&%ﬁm I onm
pect most of the traininz will be accomplished by workisg with an
experisnced man on the lob,

Seemsy
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Four of my nen ab lewst will probaily be working oub of thls
affice ab foreign stations, :

ROCOMPEEOATIONS 3NG ZEOURET. Thet the T/0 attuched hereic be apw

2 Attach,
Tobs 4 and B

nlurmm
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